Submission deadline: October 15, 2007

“‘ south dakota
= DEPARTMENT OF EDUCATION

Learning. Leaodership. Service.

Personnel Record Form Edit Checks

School Year 2007-2008
TABLE OF CONTENTS

First edit Check ... 1

Second edit CheCK .........cooviiiiiie 4

Third edit ChecK ......... o 6

Fourth edit check

Fifth edit Check .........ccoooiiii e 10
The assurance statement will be available as a menu option and not as a report this school year.
School Districts are encouraged to run the below edit check reports and review and/or correct
data as necessary. Some error reports may not be errors at all, but simply bring to your attention
data that warrants your review. ALL districts are required to run the first 4-edit checks. Public
and cooperatives are required to run ALL five-edit checks.

First Edit Check

STEP #1: ALL school districts are required to run the "Edit Check PRF Personnel”. Follow the
directions on how to run a report and print the "Edit Check PRF Personnel” report.

-3 CommReportMenu - Microsoft Internet Explorer provided by State of South Dakota chalgl -(0| x|
Report Mamn Menu [www.state.sd.uz] - By System ID —
System ID
| DED4Pers JE3 |
MName Description
Application: Authority Ta Act Application: Authority Ta Act =
Application: Change D ate of Birth Form Application: Change Date of Birth Form
Edit Check PRF Persorngl E dit Check PRF Personnel
Edit Check PRF Persornel FTE . « . .
Edit Check PRF Personnel S dlary Edil Check. PRF Persond #1 Click on “Edit Check PRF Personnel report.
Edit Check: Attendance Centers with no FTE Edit Check: Attendance Centers
E::Iaitdﬁhack: Minimum Graduation Requirements, By Units of E dit Check: Minimum Graduation FEqOTEmerTs, S5 0TS o T
Edit Check: Position Codes with no FTE E dit Check: Position Codes with no FTE

Report: Asgn Code 80005 Other Miscellaneous Assignments Report: Asgn Code BO005 Other Miscelaneous Assighments
Report: Average Salary of Administrative, Based on FTE Fieport; Average Salary of Administrative, Based on FTE
ElTeEorl: Average Salary of Classroom Teacher. Based on Fiepoit: Awerage Salary of Classioom Teacher, Based on FTE

Report: Average Salary of School Service Specialist. Based Fieport; Awverage Salary of School Service Specialist, Bazed |

on FTE

Report: By Staff Person Report: By Staff Person

Report: District/S chool Infarmation Report; Digtrict/School Information

Report: Employees By Reporting Type Report; Employees By Reporting Type

Report: FTE Summary of Other Staff Report: FTE Surmmary of Other Staff

Report: Graduation Requirement Credit Units Report: Graduation Requirerent Credit Units

Report: Highly Gualified Status Report:Highly Qualified Status .

Report: List of All Emplopees Report: List of & Employees #2 CI ICk on “next” .

|
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STEP #2: Report information needed

B A B S B Bl i
] ate.sd.us| - By System ID =
System ID
| DEO4Pers =1
Name Description
Application: Authority Tao Act Application: Authority Ta Act -
Application: Change Date of Birth Form Application: Change D ate of Birth Form
Edit Check PRF Personnel Edit Check PRF Persornel
Edit Check PRF Personnel FTE Edit Check PRF Persornel FTE
Edit Check PRF Personnel S alary Edit Check PRF Personnel Salay
Edit Check: Attendance Centers with na FTE Edit Check: Attendance Centers with ho FTE
Edit Check: Minimum Graduation Requirements, By Units of |\~ v~ 4 o 2 e = monnm ed
Credit #} DEO4 - Teacher Certification/Personnel System — Web Pa x|
Edit Check: Position Codes with no FTE

Repait: Asgn Code 80005 Other Miscellaneous Ass Enter criteria for report
Report: Average S alary of Administrative, Based on

Fiepoit; Awverage Salary of Classioom Teacher, Base
FTE

School Year: |200%
Report: Average S alary of School Service Specialis
on FTE

Report: By Staff

Rt Dy #] - Be sure to run the current school year report by selecting 2008.
epoit: Employe:

Report: FTE Su

Repait: Graduation Fequirement Credit Units

Repoit: Highly Qualified Status

Fepoit; List of All Employees

|http:waw.5tate‘sd.usp’ApplicatiUnsp’DED4Pers,l’DED4REgC |\-_J Local intranet

STEP #3: If you get the message, "There are no errors detected for district (EX: 32002)", follow
step #4 listed below to close this report and skip to the direction for the next edit check. If there
are errors detected, follow the direction on how to print the report listed below in steps #1-4.

/J Crystal Report Viewer - |

#1 Click on the icon that looks like a printer.

T T

| % &2
Previewl
- 32002

10

#4 Click on the box with an X in

EDIT CHECKS - 32002 PIERRE SCHOOLD] .
it to close down the report.

School Y ear 2002-2003

Assigument Code Minutes = ¢

#2 Select the appropriate printer to
which you want to print to.

Froperties j::; ::t?l
Status: Ready e

. STl Amsresn Linmim
Type: HPF Laser)et 5Si 011 ImpaaonfiBalTnwl

where:  Clienth\DEPR 146388\ TPR1SRWE Printer23 101 GuilaseCemishs
Comment: Auto Created Client Prinker DEPRT 4638 J012 Fdwer Law
41 Aecemiing]
~ Print C 3013 Bk tolie
i fange ‘ r S | 03 Fupwasting
& Al S0ll  EopaouSly BalToosl
H " n RUTH Spanih I
" Pages from: [1 ;D:|1_ #3 C“Ck on Ok . G101 VesslMwis
I Bkl
2 Selection i e

J ] 30201 High foloo]Prinaipal
802 Eebged
ot L) 01 Clemiiyl

| 011 Empartontidy BTl

STEP #4: These error reports are generated from the personnel record form data submitted by
your district/school. Please take a few minutes to review and/or correct data as necessary in the

"Personnel Record Form™ menu. Some error reports may not be errors at all, but simply bring to
your attention data that warrants your review.

Description of sub-reports included in "Edit Check PRF Personnel":

Contact: Nick Carda 773-4638 2 Email: Nicholas.Carda@state.sd.us
08/30/2007
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1. Assignment Code Minutes = 0 - If the personnel listed below are assigned to a duty (EX:
Drug Free School Coordinator), report 0 class minutes. Please double check the
following assignment code with 0 class minutes.

2. REQUIRES RESOLUTION: Ethnicity is Blank - Please select an ethnicity for the
following personnel.

3. Error in First Year Status Code List - The following personnel employment "Status
Codes" indicate they are persons in their first year of employment in any school system
and in any state, but their "Total Teaching and/or Total Administrative/School Service
Specialist Experience" indicate they have previous years of experience. Please correct
the employment "Status Code" or the "Total Teaching and/or Total
Administrative/School Service Specialist Experience”.

4. REQUIRES RESOLUTION: Gender is Blank - Please add a gender code for the
following personnel.

5. Edit Check Instructional or Administrative Exp > 50 - The following personnel Teaching
and/or Total Administrative/School Service Specialist Experience is /are greater than 50.
Please double check to make sure you typed in the experience correctly.

6. No Date of Birth or Questionable - If there is an error in the following person's date of

birth, fill out the below change in date of birth application and mail to Accreditation and

Teacher Quality /700 Governors Drive/Pierre, SD 57501-2291.

No Reporting Type List - Please select a Reporting Type for the following personnel.

8. Personnel Records need to be updated - The following personnel have not been reported
as "no longer employed™ and no assignments have been encoded to the personnel record.
Please update the following personnel records.

9. Edit Check Status Codes Missing - Based on our calculations, the staff listed have a full-
time equivalency salary that falls outside our edit check expected salary range. Please
review for accuracy.

10. Edit Check Status Codes without years of experience - The following personnel
employment "Status Codes" indicate they are persons who have taught before, but their
"Total Teaching and/or Total Administrative /School Service  Specialist Experience"
indicate they have O years of experience. Please correct the employment "Status Code™
or the "Total Teaching and/or Total Administrative/School Service Specialist
Experience”. Assignment code minutes are 0.

11. REQUIRES RESOLUTION Attendance Centers with no FTE - The attendance centers
listed were reported on the Educational Structure Data Collection this summer and no
staff have been assigned. Please assign staff to these attendance centers. PLEASE
NOTE: If attendance center "00 System Wide", for example the following personnel
should be assigned: superintendent, special education director and curriculum
specialist/coordinator (EX: staff serving all students K-12)

~

STEP #5: Once you have made corrections, follow the above steps again to ensure you have
corrected errors.

Contact: Nick Carda 773-4638 3 Email: Nicholas.Carda@state.sd.us
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Second Edit Check

STEP #1: ALL school districts are required to run the "Edit Check PRF Personnel FTE".

Follow the directions on how to run a report and print the "Edit Check PRF Personnel FTE"
report.

I | &) _ioix
Report . [www.state.sd.us] - By System ID =

System ID

[DEQ4Pers B

Name Description

Application: Authority Ta Act Application: Authority Ta Act

Application: Change Date of Birth Form Application: Change D ate of Birth Form

Edit Check PRF Personnel Edit Check PRF Personnel

Edit Check PRF Personnel FTE Edit Check PRF Persornel FTE

Edit Check PRF Personnel S alary Edit Check PRF Personnel Salay

Edit Check: Attendance Centers with na FTE : Attendance Centers with no FTE

Edit Check: Minimum Graduation Requirements, By Uni
Credit

Edit Check: Position Codes with no FTH

Fepot fsanCoc v e tises] 1 CliCK 0N “Edit Check PRF Personnel FTE”.
Fepoit: Average Salary of Administrativ
Fepoit; Average Salary of Classioom Teather, Based on
FTE

|»

ustion Aequirements, By Units of 0

Report: &verage Salary of Classioom Teacher, Based on FTE

E:E?FIE Average Salary of School Servics Specialist, Based Report: Average Salary of School Service Specialist, Based |
Report: By Staff Person Report: By Stalf Person

Report: District/School Information Report: District’S chool Infarmation

Repait: Emplayees By Reporting Type Repart: Emplayess By Reporting Type

Fepoit: FTE Summary of Other Staff Report: FTE Summary of Other Staff

Fepoit: Graduation Requirement Credit Units Report: Graduation Reguirement Credit Units

Report: Highly Qualified Status Report:Highly Qualified Status

Report: List of Al Employees

Report: List of All Employees ~|
4] |

#2 Click on “Next”.

STEP #2: Report information needed

P e M | €l ol

System D
| FET =1
Name Description
Application: Authority Ta Act Application: Authority Ta Act -
Application: Change Date of Bith Form Application: Change D ate of Birth Form
Edit Check PRF Personnel Edit Check PRF Personnel
Edit Check PRF Personnel FTE Edit Check PRF Persorngl FTE
Edit Check PRF Personnel Salary Edit Check PRF Personnel 5 alary

Edit Check: Attendance Centers with no FTE

Edit Check: Minimurm Graduation Requirements, By U
Credit

Edit Check: Position Codes with no FTE

Report: Azgn Code 80005 Other Miscellaneous Ass
Report: Average Salary of Administrative, Based on
E&part Average Salary of Classioom Teacher, Bast

Edit Check: Attendance Centers with no FTE

[ lmvime -

Personnel System

Enter critena for report

School Year:
Report: Awerage Salary of School Service Specializ
on

Repart: By Staff Py

neeat Diicsel #1 Be sure to run the current school year report by selecting 2008.
eport: Employes:

Report: FTE Surnr

Report: Graduation Requirement Credit Units

Report: Highly Qualified Status

Hipart List of Al Employess #2 C|ICk on “OKH!
4
[,

Contact: Nick Carda 773-4638 4

Email: Nicholas.Carda@state.sd.us
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get STEP #3: If you the message, "There are no errors detected for district (EX: 32002)", follow
step #4 listed below to close out of the report and skip to the direction for the next edit check. If
there are errors detected, follow the direction on how to print the report listed below in steps #1-4.

3 Crystal Report Yiewer -

#1 Click on the icon that looks like a printer.

T T T

|

Presviem |

Finding Duplicates
[#- Total Calculated FTE > 1 or E

#4 Click on the box with an X in

EDTI CHECIES PREPERSONNEL FTE | it to close down the report.

School Year 2002-2003

88N Name District *Total FTE
Fi; ates
P o fitd b jinge ittt it
#2 Select the appropriate printer to
- - I:ES OHCE
which you want to print to.
~ Printer * Total FTE: Loz
Mame: Properties |
20001 EACLE BU1IE SYBOCL DISTRIET 20-1 na
Status:  Ready 20307  CHEVEHNE EIVEE EIA S2H00LE ss
Type: HP Laseret BSi * Total FTE: 1.78
‘wherer  Client\DEPR146388\\ TPR15SRYE Printer23
Comment: Auto Created Client Printer DEPR 14638 37201 TEEER RIVERS SERUIAL SEILICES 60-CF e
#0201 EBLACE HILLZ fPRCTAL SFEVICES CO-OF 1on
i~ Print range: rl:npug | *Total FTE: 110
@Al #3 Cl . k "Ok" ¥ o EOOL DISTRIET 20-1 100
~p q Z|_1 ; |_1 ICK ONn . T BT svEOOLS wan
= e * *Toial FTE: 1380
£ Gelection
N\ ] 4001 LEAD-DEATWOOD SEHOCL DETRIET 41-1 1m0
40201 ELACE EILLS (FAVTAL SEEVIES 00-OF 34
ﬂl + Total FTE: 113

STEP #4: These error reports are generated from the personnel record form data submitted by

your district/school. Please take a few minutes to review and/or correct data as necessary in the

"Personnel Record Form™ menu. Some error reports may not be errors at all, but simply bring to

your attention data that warrants your review.

Description of sub-reports included in "Edit Check PRF Personnel FTE":

1. Finding Duplicates - The following personnel are being reported as employed by your
district and also the district(s) listed below. Make sure the sum of their full-time
equivalency (FTE) is not greater than 1.00. If the FTE is greater than 1.00, please call the
district(s) listed and make correction to the personnel record.

2. Total Calculated FTE > 1 or equal to 0 - A 1.00 full-time equivalency (FTE) represents a
full-time employee. Please adjust the assignment "Weekly Class Minutes™ for the following
personnel so your "Total Calculated FTE" is not greater than 1.00 or equal to 0.

STEP #5: Once you have made corrections, follow the above steps again to ensure you have
corrected errors.

Contact: Nick Carda 773-4638 5 Email: Nicholas.Carda@state.sd.us
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Third Edit Check

STEP #1: ALL school districts are required to run the "Edit Check: Position Codes with no

FTE". Follow the directions on how to run a report and print the "Edit Check: Position Codes
with no FTE" report.

a CommReport™Menu - Microsoft Internet Explorer provided by State of South Dakaota gl =10 1[
Rep te.sd.us] - By Sy D L

System D

[DEQ4Pers =l
Name Description

Application: Authority Ta Act Application: Authority Ta Act =

Application: Change Date of Birth Form Application: Change D ate of Birth Form

Edit Check PRF Personnel Edit Check PRF Personnel

Edit Check PRF Personnel FTE Edit Check PRF Persornel FTE

Edit Check PRF Personnel 5 alary Edit Check PRF Personnel Salary

Edit Check: Attendance Centers with na FTE Edit Check: Attendance Centers with ho FTE

Erdétd%heck Minimum Graduation Requirements. By Lnits of Edit Check: Minimum Graduation Requirements, By Units of (

Edit Check: Pasition Codes with no FTE Edit Check: Position Codes with no FTE

Fepoit: Aizgn Code 80005 Other Miscellaneous Assignments Report: Aegn Code 1 Mizcellaneocus Assignments

Repoit; Average S alary of Administrative, Based on FTE Report: Average Salary of Admi

Report: Average S alary of Classroom Teacher, Based on

FTE

Report: Average Salary of Classtoom Teacher

E:go{é. Awerage Salary of School Service Specialist. Based Report: fuwerage Salary of School S ervicel #1 Cl |Ck on “Ed |t Check POSItlon
Fepoit: By Staff Person Report: By Stalf Person . )

Fepoit; District/School Information Report: District’S chool [nformation Codes Wlth no FTE” report

Report: Employees By Reporting Type Report: Employees By Reporting Type

Report: FTE Summary of Other Staff Report: FTE Suramary of Other Staft

Report: Graduation Requirement Credit Units Report: Graduation Reguirement Credit L

Report: Highly Qualified Status Report:Highly Qualified Status

Fepoit: List of All Employees Report: List of All Employees ~|

<

#2 Click on "Next".

STEP #2: Report information needed

-} CommReportMenu - Microsoft Internet Explorer provids

System D

| DED4Per:
Name Description

Application: Authority Ta Act Application: Authority Ta Act -
Application: Change Date of Bith Form Application: Change D ate of Birth Form

Edit Check PRF Personnel Edit Check PRF Personnel

Edit Check PRF Personnel FTE Edit Check PRF Personnel FTE

Edit Check PRF Personnel Salary Edit Check PRF Personnel 5 alary

Edit Check: Attendance Centers with no FTE Edit Check: Attendance Centers with no FTE

Edit Check: Minimurm Graduation Requirements, By Units of (e v 1 ~ e om - T
Credit i Personnel System —- Web Pag 5[
Edit Check: Position Codes with no FTE

Fiepart. Asgn Code 80005 Other Miscellaneous Ass Enter criteria for report

Report: Average Salary of Administrative, Based on
Report: Average Salary of Classtoom Teacher, Bast
FTE

Zchoel Year:
Report: Average Salary of School Service Specialis
on FTE

Repoart: By Staff Person

Report: District/Schoal Information R

Repo Emclzvess By Resotna Tiwe | #1. Be sure to run the current school year report by selecting 2008.
Report: FTE Summary of Other Staff

Report: Graduation R equirement Credit L
Repart: Highly Qualified Status

Repart: List of All Empla

o #2 Click on “OK”!

Contact: Nick Carda 773-4638 6 Email: Nicholas.Carda@state.sd.us
08/30/2007
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STEP #3: If you get the message, "There are no errors detected for district (EX: 32002)", follow
step #4 listed below to close out of the report and skip to the direction for the next edit check.
If there are errors detected, follow the direction on how to print the report listed below in steps
#1-4.

a Crystal Report Yiewer - b

#1 Click on the icon that looks like a printer.

1 [ T |

| x ST

Preview I
f

32002

rostrion conpesw #4 Click on the box with an X in
Pease vesin she betmu fist of posision. codes w0 eswve b 90 | 1t 1O Close down the report.

School Year 200]

#2 Select the appropriate printer to
which you want to print to.
Fasicoal Developare T CexteT Teaclen/ 05 D Program

Properties [ indergarten Teacher

br High Schocl Teacker
4 Teacker

i~ Printer

Mame:

Status: Ready

Type: HF Lager)et B5i )
KHearing Inpaired Teacker

‘where:  Client\DEPR14E38H\WM TPR1SRYS\Printer23 hisually Trpaired. Teacker
Comment: Auto Created Client Printer DEPRT4638 tavt Elesmertary Privcipal
tant Superintendert
i~ Print range |'En|:m: | N —
o+ Al

CoPages fom|l | tw[l | #3 Click on "Ok".

£ Eelention

L AN |

Cancel |

STEP #4: These error reports are generated from the personnel record form data submitted by

your district/school. Please take a few minutes to review and/or correct data as necessary in the

"Personnel Record Form™ menu. Some error reports may not be errors at all, but simply bring to

your attention data that warrants your review.

Description of sub-report included in " Edit Check: Position Codes with no FTE":

1. Position Codes with no FTE - Please review the list of position codes to ensure that NO
staff person is employed for any of the positions listed.

STEP #5: Once you have made corrections, follow the above steps again to ensure you have
corrected errors.

Contact: Nick Carda 773-4638 7 Email: Nicholas.Carda@state.sd.us
08/30/2007
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Fourth Edit Check

STEP #1: ALL school districts are required to run the "Report: Asgn Code 80005 Other
Miscellaneous Assignments". Follow the directions on how to run a report and print the "Report:
Asgn Code 80005 Other Miscellaneous Assignments™ report.

€] £l _io|x

L~ ] A - Y L) —

System ID
[DEQ4Pers |
IName Description

Application: Authority Tao Act Application: Authority Ta Act =

Application: Change Date of Birth Form Application: Change D ate of Birth Form

Edit Check PRF Personnel Edit Check PRF Personnel

Edit Check PRF Personnel FTE Edit Check PRF Personnel FTE

Edit Check PRF Personnel S alary Edit Check PRF Persannel Salay

Edit Check: Attendance Centers with na FTE Edit Check: Attendance Centers with no FTE

E?;L%he:k KopinCiedtetionliequicneniulialse] Edit Check: Minimurn Graduation Requirements, By Urits of

Edit Check: Position Codes with no FTE Edit Check: Position Codes with no FTE

Fiepoit: Aizgn Code BO00S Other Miscellang) signments Report: Aggn Code 80005 Other Miscellaneous Assignments

Repoit: Average S alary of Administrative Awerage Salary of Administrative, Based on FTE

Repoit: Awerage 5 alary of Classroom 0 Prmcvefivors Feverod v A

FT

H 13 . H H 7

Rt #1 Click on “Report: Asgn Code 80005 Other Miscellaneous Assignments” report.
Rey

Fiepart: District/School Tnformation Heport: Distict/S chool Trformation

Report: Employees By Reporting Type Report: Emplopees By Feporting Type

Feport: FTE Summary of Other Staff Report: FTE Summary of Other Staff

Fieport: Graduation Requirement Credit Units Report: Graduation Regquirement Credit Units

Report: Highly Qualified Status Feport:Highly Qualified Status

Report: List of All Employses Report: List of All Employes:

« | #1 Click on “Next”.

STEP #2: Report information needed

LI [l &) Limix
System D
| DEDAPe:s =l
Name Description
Application: Authority Ta Act Application: Authority Ta Act -
Application: Change Date of Bith Form Application: Change D ate of Birth Form
Edit Check PRF Persannel Edit Check PRF Persannel
Edit Check PRF Personnel FTE Edit Check PRF Personnel FTE
Edit Check PRF Personnel Salay Edit Check PRF Personnel Salany
Edit Check: Attendance Centers with no FTE Edit Check: Attendance Centers with no FTE
Edit Check: Minimurm Graduation Requirements, By Units of (e v 1 ~ e om - T
Credit Personnel System -- Web Pag 5[
Edit Check: Position Codes with no FTE
Fiepart. Asgn Code 0005 Other Miscelaneous dss Enter criteria for report

Repart: Average Salary of Administrative, Based on

Report: Average Salary of Classtoom Teacher, Base
FTE

=chool Year: | 2005
Report: Average Salary of School Service Specialis
on FTE

e #1 Be sure to run the current school year
Repart: Emplayees By Reporting Type report by Select'ng 2008

Report: FTE Summary of Other Staff

Report: Graduation R equirement Credit Units

Framad okl O alfind Co

#2 Click on “OK”!

Contact: Nick Carda 773-4638 8 Email: Nicholas.Carda@state.sd.us
08/30/2007
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STEP #3: If you get the message, "There are no errors detected for district (EX: 32002)", follow
step #4 listed below to close out of the report and skip to the direction for the next edit check.
If there are errors detected, follow the direction on how to print the report listed below in steps
#1-4.

/J Crystal Report Viewer - |

#1 Click on the icon that looks like a printer.

= T I

Freview |
- 32002 PIERRE SCHOOL DI

#4 Click on the box with an X in

ASSIGNMENT CODE 30005 oTHER| it to close down the report.

Schoal Yea

The following pevananel bave bren reporsed wivh the caxguncent wde "SPO0F Srber Msareliimesses Arsigrcensa® Flewse resvea dbe below Kt of enae
wiles reporved o enusre #hen dhert €3 mor am evasng wasigens e

MName SN ETE A pthcity

=m0z perrf #2 Select the appropriate printer to
which you want to print to.

Froperties |

- Printer

Narne: DEPR14E38#TPR1SRYE\Printer23

Status: Ready

Tuype: HF Laseret B5i

‘where:  Client\DEPR14E388#4\\ TPRTSRYE\Printer23
Comrment: Auta Created Client Printer DEPR 14638

— Print rangs [ Copi 1

#3 Click on "Ok".

&l

" Pages from: IW o F

171 Selection —’_B\ |
oK I Cancel |

STEP #4: These error reports are generated from the personnel record form data submitted by

your district/school. Please take a few minutes to review and/or correct data as necessary in the

"Personnel Record Form™ menu. Some error reports may not be errors at all, but simply bring to

your attention data that warrants your review.

Description of sub-report included in "Report: Asgn Code 80005 Other Miscellaneous

Assignments ":

1. Other Miscellaneous Assignments - The personnel listed have been reported with the
assignment code 80005 Other Miscellaneous Assignments”. Please review the below list of
courses to ensure there is not an existing assignment code. Drop Everything and Read/Silent
Reading Time should be counted as time in the regular class being taught, not as a
miscellaneous assignment.

STEP #5: Once you have made corrections, follow the above steps again to ensure you have
corrected errors.

Contact: Nick Carda 773-4638 9 Email: Nicholas.Carda@state.sd.us
08/30/2007
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Fifth Edit Check

STEP #1: ALL public and cooperative school districts are required to run the "Edit Check PRF
Personnel Salary”. Follow the directions on how to run a report and print the "Edit Check PRF

Personnel Salary" report.

a CommReportMenu - Microsoft Internet Explorer provided by State of South Dakota wl Cal I ﬂ ) ) 5'
ik t Mam NMenu [www.state.sd.us| - By System ID =
System ID
| DEO4Pers =1
Name Description
Application: Authority Ta Act Application: Authority Ta Act =
Application: Change Date of Birth Form Application: Change D ate of Birth Form
Edit Check PRF Personnel Edit Check PRF Personnel

Edit Check PRF Personnel FTE
Edit Check PRF Personnel S alary

Credit

Fiepoit; Average Salary of Classroom Teacher, Based on
FTE
Report: Average 5 alary of School Service Specialist, Based

Report: By Staff Person

Report: District/School Information

Report: Employees By Reporting Type
Fepoit: FTE Summary of Other Staff

Fepoit: Graduation Requirement Credit Units
Report: Highly Qualified Status

Report: List of Al Employees

l

Edit Check PRF Persornel FTE

Edit Check PRF Personnel Salay
Edit Check: Attendance Centers with na FTE with ho FTE

Edit Check: Minimum Graduation Requiements, By Units of | o

Edit Check: Position Codes with no FTE Edit Checl

#2 Click on “Edit Check PRF Personnel Salary” report.
Report: Asgn Code 80005 Other Miscellansous Assignments Aeport: A,

Repait: Average Salary of Administrative, Based on FTE Repart: A
Report: &verage Salary of Classioom Teacher, Based on FTE

an FTE Report: Average Salary of School Service Specialist, Based |

Report: By Stalf Person

Report: District’S chool Infarmation
Report: Employees By Reporting Type
Report: FTE Summary of Other Staff
Report: Graduation Reguirement Credit Units
Report:Highly Qualified Status

Report: List of All Employees #1 CIle on “neXt".
|

STEP #2: Report information needed

/3 CommReportMenu - Microsoft Internet Explorer provided

8| | {

2l _jmix

WL Stake. SeLus | 10 —
Swstem ID
[DEQ4Pers |
IName Description
Application: Autharity To Act Application: Authority To Act o
Application: Change Date of Birth Form Application: Change D ate of Bith Form
Edit Check PRF Personnel Edit Check PRF Persoringl

Edit Check PRF Personnel FTE
Edit Check PRF Personnel S alary
Edit Check: Attendance Centers with no FTE

Edit Check: Minimum Graduation Requirements, By Units of | .~
Credit

Edit Check: Position Codes with no FTE

Report: Asgn Code 80005 Other Miscellansous Ass
Fepoit: Average S alary of Administrative, Based on
EE_FEUIL Auverage S alary of Classioom Teacher, Base

Report Average Salary of School Service Specialis
on FTE

Report: By Staff Person
Fepoit; District!S chool Inform:

Report: FTE Summary of Othe
Report: Graduation Requirement Credit Units

Pepor omveeeaiont #1 Be sure to run the current school year report by selecting 2008.

Edit Check PRF Personnel FTE
Edit Check PRF Personnel Salary
Edit Check: Attendance Centers with no FTE

Report: Highly Qualified Status

HTpnlt' List of &1 Emplayees #2 CIiCk on “Ok”!
4

Contact: Nick Carda 773-4638
08/30/2007

10 Email: Nicholas.Carda@state.sd.us



Submission deadline: October 15, 2007

STEP #3: If you get the message, "There are no errors detected for district (EX: 32002)", follow
step #4 listed below to close out of the report. If there are errors detected, follow the direction on
how to print the report listed below in steps #1-4.

a Crystal Report Yiewer -

EIE #1 Click on the icon that looks like a printer.
% ST . . ~

Preview I
(- 32002

#4 Click on the box with an X in
EDIT CHECK SALARY -32002 PIERRE § jt t0 close down the report.

School ¥ ear 2002-2003

Instructional Salary is Ouiside the cted

#2 _Select the appropriate printerto [ Nt s o
which you want to print to. .
MHame: DEPR146388#44 TPR15RWS Printer23 Froperties [k :;::: :j::

Status: Ready

Type: HP Laser)et 55i

‘Where:  ClienthDEPR14E38#\TPR1SAVE Prinker2d
Comrment: Auta Created Client Printer DEPR 4638

— Prirt rangs [ Copi |
& al Service Schodl Service Fulll: Time Equivalency Salary (S5
E H " " fist FTE Specialist Salary Spec Salary/S5 Spexc FTE)
#3 Click on "OKk".
" Pages from: |1 ;u:F 3 C CKO O £ 1707 Prares
{2 Selection I |

=l =

| —

STEP #4: These error reports are generated from the personnel record form data submitted by

your district/school. Please take a few minutes to review and/or correct data as necessary in the

"Personnel Record Form™ menu. Some error reports may not be errors at all, but simply bring to

your attention data that warrants your review.

Description of sub-reports included in " Edit Check PRF Personnel Salary ":

1. Administrative Salary is outside the expected ranges - Based on our calculations, the staff
listed below has a full-time equivalency salary that falls outside our edit check expected
salary range. Please review for accuracy.

2. Instructional Salary is outside the Expected Ranges - Based on our calculations, the staff
listed below have a full-time equivalency that falls outside our edit check expected salary
range. Please review for accuracy.

3. School Service Specialist Salary is outside the expected ranges - Based on our calculations,
the staff listed below have a full-time equivalency salary that falls outside our edit check
expected salary range. Please review for accuracy.

4.  Salary without Admin/SS Spec Position Codes - The records reported a salary for
administrative/school service specialist, however only instructional position codes were
reported for the individuals listed. Please review the records.

5.  Salary without Teacher Position Codes - The records reported a salary for instructional,
however only administrative/school service specialist position codes were reported for the
individuals. Please review these records

STEP #5: Once you have made corrections, follow the above steps again to ensure you have

corrected errors.

Contact: Nick Carda 773-4638 11 Email: Nicholas.Carda@state.sd.us
08/30/2007



